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Editing Project Details

Published on 01/27/2022

Project Name

After a project is created, you can update its name at any time. Start by hovering over the the Project
Name to reveal the related text box and click to edit the text. Once you are finished, click anywhere outside
the text box to automatically save your changes.
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Project Status

Unless you have set up custom project statuses (https.//guide.lytho.com/help/custom-work-statuses) Or created the
project from a template with a default project status (https://guide-ignite.inmotionnow.com/help/project-templates#changing-
default-work-status), any New project will have the status of To Do. To make changes to the Project Status, click
on the status box to the far right of the Project Name. This will always reflect the current status of the
project.

The statuses are generally defined as follows:

e To Do - Project work is not yet started.
¢ In Progress - Project work is active and underway.

e Completed - Project work was finished.

To Do v
In Review

Completed

Project Start & Due Date

Define a start date and due date for your project to properly set expectations with your team.
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My Projects OVERVIEW CALENDAR  SCHEDULE ~ REQUEST DETAILS  FILES ()  MORE
All Projects )
AddTask J| AddProof J| Add Group Edit Blockers Project Number
Unassigned 044
Archived Concepting v - Description

Add description...
OM B Aug4-Aug? STRATEGY @ 85h & th Q +

CUSTOM VIEWS Members
@ High Priority o Betermre£FAs 5 Aug? STRATEGY @ 308h & ﬂ; + ce@e *
Household Product Line Campaign
Northeast Region o Meetwith-Etientte...  Zl Augio BEEIRC) RIHATEDY, £m ﬂ* . m Fall 2020 Campaign
+ Add View Start Date Due Date
Add a task... [E Aug3 v = Aug 24 v

Click the dropdown menus below theStart Date and Due Date headers to open the date picker. Choose
a due date, and click Save.

Set Due Date X

DETAILS | Changes made will also update

the associated request.

Project Num
044 < August 2020 >

Description Sun Mon Tue Wed Thu Fri Sat
Add descript 26 | 27 | 28 | 29 30 3 ]
Members 23,4 |5 | 6|78

ce@e 9 10|11 [ 12 |13 | 14 | 15

Campaign 16 | 17 [ 18 | 19 | 20 | 21 | 22

£ Fau 202 2325 26 | 27 | 28 | 29

30 | 31 1 2 £ 4 )

Start Date
= Aug 3 »
Tags

Remove Due Date
PRODUCT LAUMN:

Once a date is set, you can change the date or remove it. If the project is associated to a request, the
requester will be notified of any changes made to the due date.

Project and task start and due dates can also be automatically calculated usingAutomatic Date

Calculations (https://guide-ignite.inmotionnow.com/help/automatic-date-calculations).

Project Description
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To provide valuable context and details regarding each project, you can add a description. From the
Details tab, click on'Add Description..." to view the text box for project description. Enter a relevant
description of the project, and click Save to save your changes.

Projects [ Fall 2020 NE Field Promotion

My Projects OVERVIEW ~CALENDAR  SCHEDULE  REQUEST DETAILS  FILES ()  MORE
All Projects .

AddTask J| AddProof | Add Group Edit Blockers Project Number
Unassigned 044

Archived

Concepting L = Description

Add description...

95&7&9@#&'—6 B Aug4-Aug 7 STRATEGY @ 8sh &£ 1h c +

CUSTOM VIEWS Members

. High Priority 0 Determine£FAs = Aug? STRATEGY 308h & 2h '[,‘ + ceee *
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+ Add View Start Date Due Date
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Tags in Projects

Tags are system-wide fields that can help categorize and filter project, task, and proof data. From the
Details tab, click Add Tag... below the Project Start and Due Dates to assign a new or existing tag to the
project. Once you begin typing, the system will search for and display any existing tag with matching
characters. You can click to select the appropriate tag when available, or continue typing to create a new
tag. Click the tag you would like to create, or hit return when finished typing.

Tags

| PRODUCTLAUNCH X digital |

Level of Effort DIGITAL
& 41h
NEW TAG
Department . B
Marketing i

Project Team Members

Unless a Team Member has permissions to view all projects, they will not be able to view or edit a project
until they are added as a member.

To add project members, click the plus icon in the top right hand side of theDetails tab. Click to select the
members you would like to assign to the project. A green checkmark will display on the right side of each
member selected. To clear all members from the project, select Clear.

Adding or removing members at the project level will not add them to or remove them from
tasks within the project.
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Callie Egerton
callie@truesoap.com

Chris Cuda

chris@truesoap.com

Christy Drucker

: v
christy@truesoap.com
Grace Deng v
grace@truesocap.com
Megan Diaz
megan@truesoap.com
Paul Morad
v

paul@truesoap.com

Victoria Pratt
victoria@truesoap.com

PedHD o O

Project Specialties*

*Available only to Business & Enterprise Customers

Add Specialties to your project by clicking the plus icon next toSPECIALTIES in project members. Click the
plus icon to the right of the specialty to select the number of users needed. Select Add when complete.

B Holiday Scent Social Post & ToDo v

OVERVIEW  CALENDAR N DETA Manage Members x

Add Task Add Proof Add Group Edlit Blockers Projes
Q Search

10

Creative w = Desal

SPECIALTIES +
Add ¢
« Copy + %
[0 P o ', Megan Diaz s
f ‘ Copywriter
)
« Design / Size images + Gwen Derby N
. Graphic Designer
m & 5 Priori
B oA Paul Morad
W Teaffic Manager ?
' Stakeholder review + o
m Dt Start
3 A
3 PEOPLE
Add a task... Duel Caleb Eisenhower
caleb@truesoap.co
Bl :
e Calli Edgerton
calli@truescap.co
Add
Social Team Tasks = " A Christv Drucker

Click in the specialty and select from the available users to assign.

If you do not see the desired user, navigate to the People area to verify they have that specialty
added to their profile.
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Start
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Quickly swap users assigned to specialties by selecting the specialty underMembers and selecting a new
user.

B Holiday Scent Social Post R To Do v
R N CALENDAR > DETAILS  FILES MORE
Add Task Add Proof Add Group Edit Blockers Project Number
10
St o Description
Add description...
v Copy 8 +
& 5h Members
88 +
+ Design / Size images A +
| < Priorit]
P Add Prierity v
v Stakeholder review za ‘ +
£ Start Date
=] Add Start Date v
Add a task... Due Date
=] Add Due Date v
Add Tag
Social Team Tasks we =
L g Csnns Tenaleasl T
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Select Clear to remove a user from a specialty. This will leave just the specialty placeholder assigned to the
tasks and proofs in the project.

< Choose Copywriter x
> - Q, Search
ers Projes i
] ff Megan Diaz v’
10 megan@truesoap.co
_ ﬁ Christy Drucker
Descr 70 christy@trussoap.co
Add ¢
: Caleb Eisenhower
caleb@truesoap.co
MMeml

44

Clear

. i @ -C. lear
Pnon_ Remove Copywrite-

F A

Select Remove (Specialty Name) to completely remove a specialty from your project.

Remove Copywriter x

Are you sure you want to remove the

? DETA specialty Copywriter?
‘kers Projes This will also remove the specialty from
10 all work inside the project, any members
assigned to the specialty, and the level
_ of effort associated to the specialty.
Descr
Add ¢
Meml
Clear
Pnon_ Remove Copywriter
E A @
Start Date
=1 Add Start Date v

Move a Project to a Campaign*
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*Available only to Business and Enterprise Customers

To move a project to a campaign, select the actions menu in the top right corner of the appropriate project
and select Move to Campaign.

& mprogres v -

[ spring Sunflower Social Ad

OVERVIEW  CALENDAR

Creative

SCHEDULE ~ REQUEST

Add Task Add Proof Add Group

Move to Campaign

DETAILS  FILES

Edit Blockers Project Number

03

Y ’—{}97
Duplicate Move 6 Campaign

Add Thumbnail

Publish as Template

Description Archive
Add description...
@ vy Q‘!Ef’ + Delete
@1sh & 2n Members
%830 +
@ Besignr-Siretmages g +
©3h £3n Priority
' Stakeholder review QG +
Start Date

Add a task...

=] Jun 07, 2021 at 8:00 am

Due Date

=] Jun 18, 2021 at 5:00 pm v

Select from the list of campaigns to move your project to.

@ In Progress v

Move to Campaign X

DETAIL!
Project Search } n
03

Holidays 2020
Descrip olidays
Add de:  New Spring Scent Rollout @
Members

24Q0 -

To remove a project from a campaign, select the actions menu in the top right corner of your project and
select Remove from Campaign.
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R In Progress v .

Move to Campaign

DETAILS  FILES v
—_— Remove from Campaign

Project Number Duplicate Remove from Campaign
03
Add Thumbnail
Description Publish as Template
Add description...
Archive
Members Delete

9440 -

Select Remove This Project to confirm.

Remove Project? X

Are you sure you want to remove the
project Spring Sunflower Social Ad from
the campaign New Spring Scent Rollout?

This will disassociate the project from
the campaign, but you can choose to
relink them if necessary.

Remove This Project ‘h
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Have a friend who could benefit from Lytho? Refer them and get a $200 gift card!

(https://www.lytho.com/share-the-lytho-love/)
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